8. Narrow and short books shelved with 
larger volumes. The smaller volumes may be 
pushed back behind the larger ones and lost to 
the patron indefinitely. Proper bookends will 
help here. 

9. The date due slip should not be at- 
tached inside the front or rear cover of 
the book. The force of stamping bends the 
board and strains the weakest part of the 
binding, the hinge where the cover and text 
block meet. Attach the slip to the end leaf on 
the text block. 

10. Never repair torn pages with or- 
dinary scotch-type tape. If the volume is 
not rare or valuable, and it must be repaired, 
use acid-free pressure sensitive tape, but 
"se it sparingly! 

11. Don’t write instructions on mater- 
ials that must be tipped-in. Use a slip of 
paper for the instruction. Otherwise, the 
person who must do the work will have little 
incentive to do a neat job. 

12. Rubber bands should not be placed 
around library materials. Rubber is an 
enemy of books. As it rots it becomes sticky 
and the sulphur used to cure it will damage 
paper and bindings. 
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